\
[k - Quick Reference Guide

* -
[ L7

|
L

ACHIEVEMENT IN MONTANA

END OF YEAR PROCESS

VERIFYING 2006-07 ENROLLMENTS — GRADES PK THRU 11

Active enrollments will end automatically for
students in grades PK thru 11, as well as for UE
and UM students.

The End date will default to the Calendar End
Date for that school, with an End Status code of
100: End of year, returning to same school next
year and a comment "Auto ended — Aug 24
2007".

Students in Grade 12 or UH see:

ORG: Graduation Collection

Verify that all students with an End Status code
of 100: End of year, returning to same school
next year are students who are returning to the
same district or students who are returning to
the same school in the Fall of 2007.

Linda McCulloch, Superintendent
Montana Office of Public Instruction
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VERIFYING 2006-07 ENROLLMENTS — GRADES PK THRU 11

From the Index, expand the Ad Hoc Reporting
outline by clicking on the plus (+) sign.

Select Data Export.

Expand the School Users outline by clicking on
the plus (+) sign.

Select End Date/Status Verification.

Choose an Export Type (Comma Separated
Values is recommended for sorting purposes).

Click Export.

Click Open when prompted.
Click File, Save As.
In the Save as Type box, select Excel (*.xls).

Type in a file name and click Save.
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VERIFYING 2006-07 ENROLLMENTS — GRADES PK THRU 11

Open the Excel file and sort the data by Grade , :
Level and Last Name. 4] :
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Find students who are not returning for the 07-
08 school year.
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EDITING STUDENT ENROLLMENTS — NON-RETURNING STUDENTS

Return to the AIM system.

From the Index, expand the Student
Information outline by clicking on the plus (+)
sign.

Select General.

Click Search and type in the name of the
student.

Select the Enrollments tab.

Click on the Edit notepad icon.

Enter the student's correct End Date and/or End
Status (including Dropout Reason code if
applicable) and delete the End Comments.
Click Save.

Repeat for each student not returning.
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EDITING STUDENT ENROLLMENTS — SCHOOL CHANGES WITHIN DISTRICT

From the Index, expand the Student
Information outline by clicking on the plus (+)
sign.

Select General.

[ —

Click Search (if it does not automatically re-
direct to the search screen).

Select Advance Search.

Select Grade "06" (or the highest grade level of
the selected school — except Grade 12).

Click Search. =
A list of grade 6 students will appear on the left.
Select the name of a student.
Click on the Enrollments tab and click on the
Edit notepad icon in the student's enrollment R e
record. = e
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Change the student's End Status code to 110:
Promoted to another school and delete the End
Comments.

Click Save.

Repeat for all schools and for all students with
grade level changes.
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